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i f +92 3443941830 fj 
Admin and Account Assistant 


Karachi, Pakistan °] 


Energetic Admin and Account Assistant experienced with 1 year in the microfinance SRSO at Qamber branch. Extensive skills in all 
Financial record and Administravice work. Knowledge of Ms Office, Quick Book and Oracle Software. Seeking to attractive environment, 
background, skills, growth knowledge and leverage challenging role in dynamic company. 


EDUCATION SKILLS 


M.com Communication skills 


University of Sindh, Jamshoro 


01/2012 - 12/2013 Scheduling Time management skills 
B.com Ability to work independently 
SALU, Khairpur 


01/2009 - 12/2011 Analytical thinking Creative Thinking 
Ms Office Quick Book 


WORK EXPERIENCE 


Admin and Account Assistant 
SRSO Microfinance 


11/2020 - 08/2021 Kamber @ Shahdadkot CERTIFICATES 
Achievements/Tasks 
- Maintain the Credit MIS (Management Information Data Entry Operator (DEO) (02/2009 - 06/2009) 
System) with integrity. 
- Prepare daily cash in hand report and BRV Certificate in Information Technology (CIT) 


- Maintain branch record of all the credit cases and (07/2006 - 12/2006) 


recoveries made. 
- Entries of cases in MIS software at given time period each 


h. 
ae LANGUAGES 
- Maintain all Financial record of branch level (Petty cash, 
daily cash closing). English Urdu 
- Maintain all administrative work at Branch level. Full Professional Proficiency Native or Bilingual Proficiency 


Any other task assign by the Supervisor and management. Sindhi 
Native or Bilingual Proficiency 


Data Entry Operator 
Telniasoft,inc 


04/2014 - 06/2015 Karachi 
Achievements/Tasks INTE R ESTS 
- Pay Tax of Clients From Quick Book _ : = -<— 
- Maintain the record in Excel sheets | Traveling / i Reading Books || Newspaper | 


- Create the tax form ——_, -—— +. — 
Movies Music | Gaming || Exercise 


Sweming | 


